Picture Manager
(Quick Sheet)

To edit pictures in Picture Manager on this computer, double click on the picture.

*On your own computer, go to Start>Programs>Microsoft Office>Microsoft Office Tools>Microsoft Office
Picture Manager. Once you do this once, your pictures should automatically open in this. *
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Click on edit pictures.
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Correct pictures automatically

To automatically correct color and
brightmess for the selected pictures,
click Auto Correct.
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Change picture size
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ﬁ Compress Pickures

e Drag the picture handles to the size you would like. Click OK.
e You can also choose an automatic size to crop by selection the Aspect

Ratio.
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Crop settings
Aspect ratio:
Landscape
Paortrait

Crop handles
Left: 193 % | pixels
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Right: 125 % | pixels

Top: pixels
Bottom: pixels

Picture dimensions

Original: 1600 x 1200 pixels
MNew: 1282 x 883 pixels
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Rotate and Flip
e You can rotate or flip a picture using this tool.
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Changing picture size: These tools are useful when you plan on printing, emailing or using pictures

in a flipchart.
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Make picture fit inside:
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e Choose a predefined size, a custom size, or a percentage of @i risnxheant
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Size setting summary
Criginal size: 1600 x 1200 pixels ‘_———
Mew size: 448 x 336 pixels
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CompreSS ECDES Pictures * x
e Choose a purpose for compression. (Documents may be a good —
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Compress pictures For smaller file size

° CIICk OK and Faster loading.
¢ Note that at the bottom of this window, it will give you the original Compress or
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Description:
Intended For thumbnail display,
faster loading, and small file size.
Good Far use in e-mail messages or
websites,

All pickures will be saved to a
compressed file format and resized

ko it within & window of 160 = 160
pixels,

Estimated total size
Original: 212 KB
Compressed: 6.77 KB ‘ ’



